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	 Description

	Students are encouraged to appreciate the importance of work ethics, further develop their own work habits and attitudes, and improve employability skills.

	Objectives (Design):
	Arizona Content Standards

	· To understand why work ethic is so important in the information age workplace and why it will continue to be important in the future.
· To understand what work ethic is and to recognize related worker characteristics that employers are seeking.
· To examine the role of interpersonal skills as an aspect of work ethic, to better appreciate its importance in the workplace, and to develop strategies for improving interpersonal skills.
· To understand initiative as a part of work ethic, to evaluate one's own initiative, and to learn to use initiative in appropriate and productive ways.
· To understand the importance of being dependable, to identify areas for improving personal dependability, and to further develop the characteristic of being dependable.
· To examine employability skills related to work ethic and to identify key characteristics which are important for success in the information age workplace.
	4.0 Successful Employment in the Automotive Industry.  4.1, 4.2, 4.3, 4.9
6.0 Explore the Legal and ethical Environment of the Automotive Industry 6.2 – 6.4 

	Materials and Resources (Development)

	Computers connected to the Internet and Microsoft Office installed.  If possible a projector and wide screen to show the Power Point Presentations associated with this lesson.    

	Procedures

	Set the Stage of Workplace Ethics
It is the policy of the SCHS Trades Division that proper work place ethics be an integral part of your training.

Our definitions of the work place ethics you will be evaluated on are as follows:

· Positive attitude 

· Good attendance 

· Preparation for class 

· Safe and efficient work habits 

· Respect for the schools property and the property of others 

· Respect and tolerance for peers 

· Respect for cultural and ethnic diversity 

· Respect for and adherence to all Federal, State, and local laws 

· Abiding by school and course rules and policies 

It is the policy of SCHS and this class, that no sexual harassment or discrimination of any kind will be tolerated.

As a class students should read and complete the attached six lesson and assignments.  

BEFORE STUDENTS BEGIN, OPEN A WORD DOCUMENT AND NAME IT ETHICS.  Students will use the document for all their assignments.

 

	Evaluation

	· Completed assignments for six lessons = 60

· Update resume in Career Cruising utilizing the key terms in this lesson = 20
· From this point forward students will see 10 points weekly work ethics in their grade book.  The points will be based on the above 9 elements = 10



Lesson 1 - Why Work Ethic?
Learning Goal: To understand why work ethic is so important in the information age workplace and why it will continue to be important in the future. 

Power Point for lesson 1
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Introduction 
It is a new day in the workplace, but the old saying that "what goes around, comes around" has been proven true again. Now as much as ever before it is important for workers to have a good work ethic. Without it, businesses and industries struggle as productivity falls short of what is needed. Employers especially dislike hiring people who would choose to prop up their feet rather than find something to do. 

Hasn't a good work ethic always been important, though? The answer is yes, but during a period of history we refer to as the industrial age, many jobs required a work ethic that was limited and somewhat different from the characteristics necessary in today's information age workplace. People who work with information often must set their own schedule, usually work with less direct supervision, and frequently experience change and innovation in their work. 



What is an information age job?

Consider the following occupations. 
· teacher 

· computer salesperson 

· construction worker 

· machine operator 

· engineer 

· movie actor 

· doctor 

· truck driver 

· politician 

· apartment manager 

· accountant 

· custodian 
Even the jobs which are not classified as information jobs are continuing to change in that direction. As technology advances and manual operations are replaced by machines, people increasingly must deal with the information necessary to provide instructions to a machine which in turn actually performs a task. 

Spend a few minutes and read over an excerpt from the history section of this web site. These materials will help you to understand why work ethic is so important in the workplace today.  

The Work Ethic in the Information Age 
The Work Ethic and the Industrial Revolution 



Job Skills in the Information Age

Information age jobs usually require technical skills and knowledge, but work ethic and work attitudes are also essential for success. Employers frequently mention work ethic and related characteristics when they describe the type of employees they seek to hire. They also report that people with these characteristics are difficult to find.
 Assignment 1: 

Conduct a quick job search http://www.careerbuilder.com/ and see what kinds of jobs are available.  In your Word document called ethics, make a list of the worker characteristics (responsible, motivated, good public speaking skills, etc.) that are being sought. This activity can also be completed using the classified advertising section of your local newspaper.

Assignment 2: 

Not only is it important to consider what employers are looking for and what characteristics are important to be a successful worker, but we need to consider what is important to us in a job. Unless we understand our own interests, it will be difficult for us to select a career that will be fulfilling and allow us to be happy. 

One of the better known scholars who has researched the area of matching individual interests with job types is John L. Holland, Ph.D. He has identified six personality types to describe different kinds of people. These are labeled Realistic (R), Investigative (I), Artistic (A), Social (S), Enterprising (E), and Conventional (C). More detailed information about these personality types is available http://www.coe.uga.edu/workethic/holland.htm 
It is helpful for us to be aware of our own personality characteristics as we consider work-related decisions. Complete this self assessment to better understand your own personal traits http://www.coe.uga.edu/workethic/perstest.htm  Discuss the results in a small group in your class. 



Lesson 2 - What is Work Ethic?
Learning Goal: To understand what work ethic is and to recognize related worker characteristics that employers are seeking.

Power Point Lesson 2
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Definition

The work ethic is a cultural norm that advocates being personally accountable and responsible for the work that one does and is based on a belief that work has intrinsic value. The term is often applied to characteristics of people, both at work and at play. In sports, for example, work ethic is frequently mentioned as a characteristic of good players. Regardless of the context, work ethic is usually associated with people who work hard and do a good job. 

Research has shown that the many characteristics of work ethic can be summarized using three terms -- interpersonal skills, initiative, and being dependable. These terms serve to organize the instructional materials presented by this web site. They also can provide a concise way to remember what work ethic is all about. 



How is your work ethic?
An instrument that has been developed to measure work ethic is the Occupational Work Ethic Inventory (OWEI). This instrument has been used extensively in research and the electronic version is available to provide a basis for comparing your work ethic to that of others. The inventory provides scores for interpersonal skills, initiative, and being dependable will allow you to determine how you rate on these important areas. 



Assignment 1: 

Complete and click the submit button to electronically take the http://www.coe.uga.edu/cgi-bin/cgiwrap/~rhill/new_owei/owei.pl .  Type your scores in your ethics document for use in class discussion. Try to be honest as you answer and consider carefully how you are now at work or how you expect to be if you do not have a job at this time. 



Lesson 3 - Interpersonal Skills
Learning Goal: To examine the role of interpersonal skills as an aspect of work ethic, to better appreciate its importance in the workplace, and to develop strategies for improving interpersonal skills.
Power Point Lesson 3


Introduction

Interpersonal skills include the habits, attitudes, manners, appearance, and behaviors we use around other people which affect how we get along with other people. We sometimes do not understand how important interpersonal skills really are. It's easy to laugh and make jokes about people who obviously lack interpersonal skills, but sometimes we need to examine our own impressions on others to better prepare for success in life as well as for a productive career. 

The development of interpersonal skills begins early in life and is influenced by family, friends, and our observations of the world around us. Television and movies also influence this area, but most of these characteristics are passed along to us by our parents or guardians. Some aspects of interpersonal skills are even inherited. Appearance and some personality traits are largely influenced by our genes. 
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For us to improve our interpersonal skills, we must first be aware of what we are like from the perspective of other people who interact with us. Habits we are unaware of, actions we think go unnoticed, and other things about us that might affect other people are impossible for us to change if we are not aware of them. One of the things that teachers try to do, starting in the early grades, is to help students correct bad habits and to develop good interpersonal skills. 

As we become adults, it increasingly becomes our own responsibility to initiate any changes in interpersonal skills that might be needed. They are more important than ever and they greatly influence both opportunities and success. It's just that rather than trying to change interpersonal skills, as is the case when we are children, adults tend to make judgments about one another based on interpersonal skills without explicitly saying that is the case. 




Assignment 1: 

Examine the pictures below and answer the questions for each of them. Type your responses in your ethics document so that they can be used during a class discussion. 

[image: image4.png]



1. How important are interpersonal skills for this line of work?
2. What will happen if this person has poor interpersonal skills?
3. Would the education and training this person had in preparing for their career help them improve interpersonal skills?
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1. Are interpersonal skills important in the careers that these people are practicing? 
2. What happens if interpersonal skills are lacking?
3. If you were going to employ the person on the left, what kind of interpersonal skills would you want him to have? 
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1. Do you think this person has good interpersonal skills? 
2. What kinds of interpersonal skills would be important in his work?
3. What happens if interpersonal skills are lacking?     
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1. List some of the kinds of interpersonal skills that are needed in this work.
2. Have you ever visited someone in this occupation who did not have good interpersonal skills? If so, what was it like?
3. Are interpersonal skills in this work optional or do they play a role in the actual success of the job being performed?     
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1. Is this person likely to have good interpersonal skills?
2. What opportunities have you had to observe the interpersonal skills of someone in this line of work?
3. Based on what is shown on television, how are good interpersonal skills helpful in this job? Does television provide an accurate portrayal of this job?      

 

Assignment 2: 

What about your own interpersonal skills? Being able to manage relationships with other people is a large part of being successful in the workplace. Often this requires sensitivity and understanding of other people. Sometimes the decisions you make will impact the success of other people who work with you also. 

Take the Communication Style Test and record your results.  This inventory will indicate what your preferred communication style is like.  When people with differing communication styles work with each other, the potential for misunderstanding and miscommunication increases.  Bringing the results of your style test with you, spend some time in a small group comparing your scores and discuss how these differences might play a roll in workplace interpersonal skills problems. (These materials can be printed if preferred. There are also some additional discussion items included.) 



Assignment 3: 

Courtesy and manners also play a role in interpersonal skills. These societal norms are intended to make it more pleasant for other people to be around us. How are your manners? Respond to the items on this Interpersonal Skills Questionnaire below and type your answers in your ethics document to be used in a class discussion.
For each statement listed below, rate yourself on a scale of 1 to 10 for each of the items. A rating of 10 would indicate that the statement is always true and a rating of 1 would indicate that it is never true.

1. I always say please and thank you when I ask someone for something. 

2. The clothes I wear would never offend another person. 

3. If something bad happens to someone I don't like, I tell my friends and laugh about it when that person is not around. 

4. I never curse or use offensive language in public places. 

5. My hair is clean and well groomed. 

6. People who know me would describe me as cheerful and friendly. 

7. I always have good posture. 

8. When I talk with someone, I look them in the eyes. 

9. I keep my fingernails clean and nicely trimmed. 

10. I usually become angry and lose my temper when things don't go the way I want them to. 

11. When other people do something different from the way I would do it, I avoid being critical of them. 

12. I don't bite my fingernails. 

13. When I sneeze or cough, I always cover my mouth. 

14. My table manners are very good. 

15. If someone gives me a gift or does me a favor, I send them a thank you note. 



 Lesson 4 - Initiative
Learning Goal: To understand initiative as a part of work ethic, to evaluate one's own initiative, and to learn to use initiative in appropriate and productive ways.
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Introduction

Initiative is a very important characteristic for information age workers. Direct supervision is often not a feature of the modern workplace. Without initiative, procrastination and missed opportunities can become a real problem. Sometimes poor performance results and leads to loss of a job, without any second chances. 

Consider the salesperson who works out of a home office or the small business owner who works out of the house. If these people do not exercise initiative, there will probably not be anyone to say anything about it. As performance declines, however, the results will reflect what has been happening with the job.   



Assignment 1: 

Contemporary occupations are often divided into several categories for research purposes. These categories likely include the type of occupation you either have right now or are considering for the future. For each type of job, initiative plays an important role. Select the category which best represents your choice for a job and consider the situation described. Type your responses to the questions provided and be prepared to talk about them in a small group. 

Medical Professionals (doctor, surgeon, dentist) "I'm sorry, I can't go on that Spring Break trip anymore. You know, my mom was in that car accident about three months ago and our whole life has turned upside down. She hasn't been able to go back to work; who am I kidding, she can't even get out of bed most days. Anyway, instead of Daytona Beach, I'll be watching my little brother and sister. Every time I think about it, I get so mad. We've been told that if my mom had seen an orthopedic specialist while she was in the emergency room instead of the regular doctor she would be okay by now. The emergency room guy just looked her over and ignored the bruising on her back and side. He didn't even ask for x-rays. The nurse sort of mentioned to my dad that my mom was pretty banged up but she didn't say anything to the doctor when he was dismissing my mom. Heck, my dad didn't know any different so he brought her home. She just seemed to get worse over the next few days until my dad finally took her back to the hospital. Finally, the same doctor got a bone specialist to examine her. She will be okay, but it'll be at least six more weeks. In the meantime, I'm the baby-sitter/cook/maid."

· What could have been done differently to prevent the mother's long-term injury? 

· Who's responsibility was it to determine how serious the injury was? 

· How many people were affected by this scenario? 

· What all could have been done to prevent this scenario? 
Professional (teacher, lawyer, accountant) Did you hear about the accident at the new mall? The architects invited a bunch of people to look at the inside now that the building is enclosed. Except, when they went to ride the escalator, the steps flattened out like a ramp and everybody slid down. No one was injured, but the architects are in big trouble. My dad is a building inspector and I heard him talking to my mom last night. He said that the two architects did not test any of the escalators or elevator equipment for safety because they were behind schedule and wanted to save money. Now they are responsible for the mayor, the city council, and the store owners sliding down two flights of stairs! Plus, because of all the safety checks that have to be done the stores won't be opening until August instead of June. So, the really bad news is that our plans for summer jobs went down the escalator, too!"

· What led to the series of events in this story? 

· Who should take responsibility for the extra money that will be spent plus the time it will take to repair the damage? 

· What actions could have been taken to prevent the accident? 

Service (waitress, construction worker, cashier) You will never guess what happened today! My boss threatened to fire me if I don't 'shape up' as he put it. What does he expect? I come to work on time and I only take the breaks that are scheduled. I always make sure I clock out at exactly the right time - not one minute before or one minute after. Sure, I don't always come to those stupid employee meetings, but what more do I possibly need to know about hitting the right button on the cash register and giving change to the customer. And what about those silly incentive contests we have. Who cares if I win a CD player or gift certificates to the mall? I'll keep saving money to get what I want; I'm not going to act like Susan. Did you hear that she got promoted to head cashier? Like it's some big deal to get a $1.50 extra per hour and a college tuition award. She thinks she's better than everybody else. She's always doing stuff like restocking shelves or asking customers if they need help. Give me a break, if someone wants help, I'm standing right at the front of the store. The boss can go ahead and fire me if he wants. There are other stores in this town that hire people like me." 

· Does this employee's boss have any real reasons to fire him/her? 

· Have you ever been waited on by someone with this attitude? 

· What are the chances that this employee would get a good reference from the current boss? 

· What characteristics make Susan the type of employee who is most likely to be promoted? 

Sales (insurance, sales in a department store) Did you hear about the contest for the athletic department at school? They are selling boxes of oranges and grapefruit to finance new equipment for sports equipment. The fruit will be shipped in three weeks and it's supposed to be the best in Florida. The prices are better than at the grocery so it should be easy to sell. The best part is that there are cash prizes for the top three salespeople. Imagine winning up to $300.00 for selling the most fruit! This should be a piece of cake; everybody likes fresh oranges and grapefruit. I'm going to go home and make signs and put them up around the street corners. Just imagine all the people who will see them when they're driving by. My phone should start ringing off the hook with people wanting to place orders. In less than a month, I should be on my way to a great shopping spree!!"

· How successful do you think this aspiring salesperson will be? 

· Can you think of other actions this person could have taken to sell the most fruit boxes? 

· What characteristics do you like to see in a salesperson, for example, in your favorite clothing store or at the stereo equipment store? 

Full-time Homemaker "You know Jay, when everybody was sitting at lunch last week talking about their parents' 
jobs, I was pretty embarrassed to admit that my mom is just a housewife. I mean, Steve's mom
is an attorney, Lauren's mom and dad own the video store, Craig's mom sells real estate, and your mom is a school teacher. How important is it if your mom just stays home all day waiting for her family to get home from work or school? But, since I was home most of the week with the flu, I think I've changed my mind. My mom never sits still all day, she has to keep the house clean, the laundry done, the food stocked, the meals cooked, and the car-pool going. Plus, on Tuesday our next-door neighbor's daughter fell off the playscape at school and broke her arm and guess who they called? My mom! Her parents couldn't be reached at their jobs immediately and my mom is listed on her emergency call list. I had forgotten how my mom was always the room mother for school parties, and she always chaperoned our field trips. She still does all that for my little brother. So, I've decided my mom really does have a career. It may not sound very important, but that doesn't mean it isn't!

· How would you decide what to pay someone who was performing all of these duties at your home? 

· Who does all this work at your house? 

· What role does initiative play in completing the daily tasks? 

· If you do end up working and having a family, how will you divide all of the homemaking chores so that you are not solely responsible? 

Unemployed "Mom, I was thinking, I know dad got me the best car he could for my sixteenth birthday, but a lot of my friends drive really cool stuff like Broncos or Dodge Stealths. I figured that if I clean up my car, get it detailed and everything, I could trade it in and then get a loan for say 8-10 thousand dollars and make payments each month. Why are you rolling your eyes?!? John has a '95 and he's making the payments plus insurance each month. I know he has a job after school and on weekends, but I bet if he had to quit his mom would help him out. So will you do it? Will you go to the bank with me and help me get a loan to buy something new? I promise I'll try to get a job once I'm finished with sports and my after school clubs. But, I'll have to wait until after we take our vacation this summer. By the way, where are we going this year? I'm really tired of the plain old beach, I was hoping we'd do something really different like go out west and rent a cabin at some national park. Maybe we could stay three or four weeks. But, in the meantime, I really could use a new car."

· Do you see any problems in this scenario? 

· Does this person have a realistic view of life? 

· Could you suggest any activities to help this person? 

· Do you have any friends with this type of attitude? 

Drive and effort are both components of initiative. Quite often we hear commentary about how naturally gifted someone is in sports, the arts, or in educational endeavors. Yet, no matter how gifted someone is, unless they work harder, longer, and smarter than their colleagues, they will not be the best. Being successful in the activities you participate in such as education, sports, extracurricular clubs, and work is highly dependent on your skills and your attitudes. However, the amount of drive and effort you put forth in each of these activities could make the difference between average performance and high performance.

Lesson 5 - Being Dependable
Learning Goal: To understand the importance of being dependable, to identify areas for improving personal dependability, and to further develop the characteristic of being dependable.
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Introduction

Being dependable is one of the most highly sought after traits for 
workers in the modern workplace. This work ethic construct includes honesty, reliability, and being on time. People who are not dependable often are very expensive to keep around because of the wasted time and resources their behavior causes. In some cases, even peoples' lives can be lost if another person is not dependable. 



Assignment 1: 

Think of the various roles you engage in on any given day. For example, you may have responsibilities as a student, a worker, an athlete, a club member, a church member, or as a member of some type of team. Answer the following questions with these roles in mind. Once you have completed the questions, take a few minutes to discuss them in class. 

· What personal traits can you list that make you dependable in these roles? 

· What traits would you like to develop to make you more dependable? 

· What are the most important characteristics of being dependable that will help you in your future studies and/or careers? 



Assignment 2: 

Select from the following roles a description that might apply to you. How would dependability be important to the outcome? Type a paragraph or two about the potential problems that might arise and be prepared to talk about your thoughts with others in class. 

Baby Sitter You are baby-sitting and it is time to cook dinner. You are heating some spaghetti in a pan and the phone rings. It is your best friend calling to tell you the big gossip of the day. You tell three year old Tommy to watch television while his dinner is heating.
Soccer Team Member You are a member of your high school soccer team. Your team is in an out-of-town tournament today. You've won the first two matches and have made it to the finals which start in 25 minutes. Three of your teammates left the fields to go get lunch almost two hours ago. No one has seen them since, and it is time to turn in the final roster for the championship match. Coach is really mad on the one hand, but also worried that something has happened.

Rock Climber During spring break, you and your friends decide to go to the mountains and take some rock climbing lessons. Your guide is really knowledgeable and you listen to everything he says about equipment and safety and always being able to count on your partner. The Number 1 rule is that you should never climb alone. You choose to partner with your best friend. You have been through everything together. After setting up the belay point for your rope, you begin to climb with your partner holding the safety rope. As you reach a spot approximately twenty feet above the bottom of the start of the climb, your instructor tells you to deliberately fall back on the safety rope. If your partner does not hold you with the safety rope, you will be seriously injured.

Part-time Construction Worker You and two of your friends are working part-time for your father in his construction business. Your job is to assist the brick masons while they finish the front of a new office building. They are working from a scaffold which often has to be moved. Your job is to secure the bracing on the scaffold each time it is moved so that it is sturdy. This job gets boring and pretty soon you are thinking of plans for the evening and the shopping you will do with your paycheck. Suddenly it's time for lunch and the brick masons have just finished moving the scaffold over again. They ask you to secure the bracing before you leave for lunch. Your friends are yelling at you to hurry up, and you have the bracing on one side already secured. You leave without getting the rear bracing and plan to do that as soon as you return from lunch.
Store Clerk You have been working at the new store at the mall for two months. Responsibilities have increased over this time and now you have started closing the store two nights each week. Tonight is one of the nights you are responsible to close up, but you have just gotten a phone call from a family member that needs a ride home. You ask one of your fellow workers to close the store for you. This worker has not closed before, but you are certain that this person can handle the job.


Lesson 6 - Other Employability Skills
Learning Goal: To examine employability skills related to work ethic and to identify key characteristics which are important for success in the information age workplace.


Introduction

Three primary components of work ethic have been identified as interpersonal skills, initiative, and dependability. This lesson will focus on specific employability skills and personal characteristics which are drawn from all three work ethic components. Some of these are very practical like learning to prepare a resume. Others are more difficult to describe or develop like not being overly shy, looking people in the eye when talking with them, and proper ways to greet someone you meet. Learning about these types of skills and practicing them are certain to enhance your ability to seek, secure, and be successful on the job! 

Think for a moment about the steps necessary when you start a new job; filling out an application, going for your first interview, and spending your first day on the job. This will have already happened for some people, but for others it is on the horizon. Think about your answers to the following questions: 
· How do you decide where you would like to work? 
· When, where, and how should you pick up the application? 
· Do you fill it out there or should you take it with you? 
· How do you schedule your first interview? 
· What was expected of you at the interview? 
· What types of skills are employers looking for? 
· How should you present yourself? 
· What is the first day of work like? 
· What should you do if the job is not what you expected? 
· How do interpersonal skills, initiative, and dependability skills influence success in the work you do now or the work you will do in the future? 

Many employers have been asked over the years to list the most important skills and characteristics they look for when hiring new employees. Among the more common answers are good communication skills, positive attitude, and the ability to be dependable, punctual, and responsible. Personal characteristics which are important include dressing properly, being polite, and displaying self-confidence. 



Assignment 1: 

Certain skills are important for filling out applications, interviewing for jobs and handling yourself on the job. Read the bulleted points and think of how each of these relate to your own practices. 

· Dress appropriately when applying, interviewing, and arriving for work. 

· Apply for jobs alone. 

· Write down pertinent information regarding your personal and work-related references, the types of job skills you possess, and your personal information (i.e. SS#) to have ready when applying for a job. 

· Seek out someone to help you practice interviewing skills such as handshakes, eye contact, manners, and verbally expressing yourself. 

· BE ON TIME! 

Consider the following scenarios. What actions are helpful and which ones could have been done better?  Read the results to compare your responses with those that are provided.   



Scenario 1 

John was driving two friends home from school when he remembered that he wanted to fill out an application at the Builda Bigger Burger restaurant. He had seen a want ad posted in the front window. Since the restaurant looked busy, John's friends came inside with him to get a sandwich while he asked for an application. A couple of their friends showed up and they all got to laughing and goofing around. Finally, the counter was clear, so John asked for an application and he left with his friends. 

The Good 
John did several things correctly. He took note of the advertisement for the job in the first place for starters. It was appropriate for him to apply for the job after school as long as he was dressed properly. It was also a good idea to wait until the counter was clear to ask for an application.
The Bad

What should John have done differently? First of all, he should have taken his buddies home or asked them to stay in the car. It would have been better to sit quietly while waiting for the counter to clear. If other friends arrived, he should have been friendly but should have told them he was there to apply for a job and said he would visit with them later. It would also have been better to ask whether the application should be filled out immediately or brought back after completing it at home.
The Ugly

It is not a certainty that anything was wrong with the clothes John was wearing or the way he was dressed, but that possibility certainly exists. Consider that the clothes a students might wear to school are often more casual than what would make the best impression on a prospective employer. In addition, if John was taking physical education, his clothes might be wrinkled from being in a locker while he was "dressed out." The possibility even exists that there would be an olfactory problem (good vocabulary word if it's unfamiliar).

In general, it is usually better to bathe and dress especially for the purpose of going to talk to someone about a new job. The old saying about first impressions being very important is very true.


Scenario 2 

Kim has arrived for her first job interview wondering why she scheduled her appointment so close to the time for her dental appointment. The work she had done at the dentist took longer than expected and her mouth is so numb from the anesthesia that her speech is slurred and she keeps accidentally biting her tongue. Now she is nervous, thinking about what will happen during the interview. She is already five minutes late and is considering either calling to reschedule the appointment or just not showing up at all. Perhaps she can call tomorrow and say she had the appointment written down incorrectly on her calendar. She decides to go ahead to the interview anyway and arrives ten minutes late. 

The Good 
Kim keeps her appointment even though she is running late. This would probably be better than not showing up at all or cancelling the appointment at the last minute. She also is thinking about what will be said in the interview even though she is nervous. It is good practice to organize one's thoughts and try to be prepared in advance for what will be said.
The Bad

Much of what Kim could have done to improve this situation is obvious, but is out of her control at the time of the scenario. One of the key things she could still have done, however, was to call from the dentist's office earlier when she first discovered that she would be running late. This would have required some initiative on her part, but likely would have been possible to do.

The whole scenario could have been avoided by scheduling the interview at a time which would not conflict with other planned activities. In the event that a problem should arise unexpectedly, the potential employer should be contacted as early as possible. It is best to arrive for an interview approximately five minutes early and to be prepared to provide information or materials which might be requested.
The Ugly

Kim considered being dishonest about what happened with the appointment. If she had missed the appointment and then called with a false excuse, her actions would have been much worse. While Kim might have thought she was fooling the person she had scheduled the interview with, actions like being irresponsible and not telling the truth are usually discovered by others.


Scenario 3 

Tyler is meeting the Vice-President for Operations of the company for the first time. He is somewhat nervous about meeting her because he knows she is a very influential person in the company. The franchise has several restaurants in it and Tyler hopes to someday become the manager of one of them. In particular, he has his eye on one that is planned for the community near his home. He now has to travel about thirty minutes each way to reach the restaurant where he works right now. 

As the V.P. arrives and enters the building, Tyler has just come from the kitchen. His hands are damp because the paper towel dispenser was empty and is on his way to get another roll from the storage room. His manager stops him and introduces the V.P. She reaches her hand out to greet him with a handshake. 

The Good 
Realizing his hands are still damp, Tyler quickly explains that his hands are damp and excuses himself momentarily to retrieve the towels from the storage room and dry them. He then steps back over and introduces himself to the V.P., looking her squarely in the eye and giving a firm handshake to greet her. He speaks with her briefly, welcoming her to the restaurant, and then continues on to the kitchen to install the new roll of towels.
The Bad 
Not wanting to leave the V.P. in the embarrassing position of reaching out to shake hands and not receiving a handshake in return, Tyler quickly shakes her hand. He knows his hands are wet, however, so he is somewhat timid in his approach and ends up with her grip around his fingers. The result is a limp, wet handshake that registers with a less than favorable expression on the face of the V.P. Tyler is embarrassed from the outset and avoids eye contact with her also. He then quickly returns to the kitchen and tries to stay out of sight for the remainder of the V.P.'s visit.
The Ugly 
Not wanting to leave the V.P. in the embarrassing position of reaching out to shake hands and not receiving a handshake in return, Tyler quickly wipes his hands on his slacks and reaches for her hand. In his haste, he grasps the V.P.'s fingers before managing a proper grip and the pressure he applies causes one of her rings to press painfully against her little finger. As he continues to shake her hand, he explains how happy he is to meet her, but his eyes glance back and forth from her eyes to the ground since he is nervous about talking with her. As he moves on to get back to the cash register, he winks at the V.P. and says he is glad to meet her.



Assignment 2: 

One of the key elements in successfully seeking employment is preparation of an effective resume. This document can take a variety of forms, but one of the most common types is the one page resume which summarizes personal information, education, work experience, and other relevant facts. 

If you do not have a single page resume, begin preparing one now. If you already have one, bring it in and review it for potential improvements. Some suggestions for preparing this document can be found at:

http://owl.english.purdue.edu/workshops/hypertext/ResumeW/index.html 

http://owl.english.purdue.edu/owl/resource/681/01/ 


Assignment 3: 

Michael was hired to answer phones and take messages in a small business for the summer. How could you improve the following conversation? 

Michael 

"Aldrich and Sons." 

Caller 

"Is Mr. Aldrich in?" 

Michael 

"No, but you can leave a message." 

Caller 

"Fine, please tell him to call Mr. Rowden." 

Michael 

"Who?" 

Caller 

"Mr. Rowden, R-O-W-D-E-N." 

Michael 

"Okay." 

Type an alternative to this conversation, in your Ethics document, which improves the responses Michael makes to the caller.  





Compare your version to the conversation described here:
Improved Phone Conversation

Michael 

"Good morning, Aldrich and Sons." 

Caller 

"Is Mr. Aldrich in?" 

Michael 

"He isn't in right now. May I take a message?" 

Caller 

"Fine, please tell him to call Mr. Rowden." 

Michael 

"Could you spell your last name, please?" 

Caller 

"R-o-w-d-e-n." 

Michael 

"Thank you! Good-bye." 

